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conducting scientific research the re-
sults of which are not intended to pro-
mote any particular product or indus-
try. To be in this category, a Requester
must show that the Request is author-
ized by and is made under the auspices
of a qualifying institution and that the
Records are not sought for commercial
use but are sought to further scientific
research.

(r) Privacy Act Request means a writ-
ten (paper copy with an original signa-
ture) request made by an individual for
information about himself/herself that
is contained in a Privacy Act system of
records. The Privacy Act applies only
to U.S. citizens and aliens lawfully ad-
mitted for permanent residence such
that only individuals satisfying these
criteria may make Privacy Act Re-
quests.

(s) Reading Room Materials means
Records, paper or electronic, that are
required to be made available to the
public under 5.U.S.C. 552(a)(2) as well as
other Records that the NCPC, at its
discretion, makes available to the pub-
lic for inspection and copying without
requiring the filing of a FOIA Request.

(t) Representative of the News Media
means any person or entity that gath-
ers information of potential interest to
a segment of the population, uses his/
her/its editorial skills to turn raw ma-
terial into a distinct work, and distrib-
utes that work to an audience. News
media entities include television or
radio stations broadcasting to the pub-
lic at large; publishers of periodicals
that qualify as disseminators of news
and make their products available for
purchase or subscription by the general
public; and alternative media to in-
clude electronic dissemination through
telecommunication (internet) services.
To be in this category, a Requester
must not be seeking the Requested
Records for a commercial use.

(u) Requester means an entity or
member of the public submitting a
FOIA Request.

(v) Requester Category means one of
the five categories NCPC places Re-
questers in for the purpose of deter-
mining whether the Requester will be
charged for Search, Review and Dupli-
cation, and includes Commercial Use
Requests, Educational Institutions,
Noncommercial Scientific Institutions,
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Representatives of the News Media,
and all other Requesters.

(w) Review means the examination of
Records to determine whether any por-
tion of the located Record is eligible to
be withheld. It also includes processing
any Records for disclosure, i.e., doing
all that is necessary to excise the
record and otherwise prepare the
Record for release. Review does not in-
clude time spent resolving general
legal or policy issues regarding the ap-
plication of exemptions.

(x) Search means the process of look-
ing for material, by manual or elec-
tronic means that is responsive to a
FOIA Request. The term also includes
page-by-page or line-by-line identifica-
tion of material within documents.

(y) Submitter means any person or en-
tity outside the federal government
from whom the NCPC directly or indi-
rectly obtains commercial or financial
information. The term includes, among
others, corporations, banks, state and
local governments, and agencies of for-
eign governments who provide informa-
tion to the NCPC.

(z) Unusual Circumstances means, for
purposes of §456.7(c), and only to the
extent reasonably necessary to the
proper processing of a particular Re-
quest:

(1) The need to Search for and collect
the Requested Agency Records from es-
tablishments that are separate from
the Commission’s offices;

(2) The need to Search for, collect
and appropriately examine and Review
a voluminous amount of separate and
distinct Agency Records which are de-
manded in a single Request; or

(3) The need for consultation with an-
other Agency having a substantial in-
terest in the determination of the
FOIA Request.

(aa) Workday means a regular Fed-
eral workday. It does not include Sat-
urdays, Sundays, and legal public holi-
days.

§456.4 General policy.

(a) It is the NCPC’s general policy to
facilitate the broadest possible avail-
ability and dissemination of informa-
tion to the public through use of the
NCPC’s Web site, www.ncpc.gov, and
physical distribution of materials not
available electronically. The NCPC
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staff shall be available to assist the
public in obtaining information for-
mally by using the procedures herein
or informally in a manner not incon-
sistent with the rule set forth in this
part. In addition, to the extent per-
mitted by other laws, the NCPC will
make available Agency Records of in-
terest to the public that are appro-
priate for disclosure.

(b) The NCPC possesses the adminis-
trative discretion in the context of in-
dividual Requests to release documents
for no or reduced fees or to waive any
of the NCPC’s FOIA Request require-
ments in the interest of public disclo-
sure of information eligible for disclo-
sure under the Act.

§456.5 Public reading rooms and in-
formation routinely available.

(a) The NCPC shall maintain an elec-
tronic library at www.ncpc.gov that
makes Reading Room Materials capa-
ble of production in electronic form
available for public inspection and
downloading. The NCPC shall also
maintain an actual public reading
room containing Reading Room Mate-
rials incapable of production in elec-
tronic form at NCPC’s offices. The ac-
tual reading room shall be available for
use on Workdays during the hours of
9:00 a.m. to 4:00 p.m. Requests for ap-
pointments to review Reading Room
Materials in the actual public reading
room should be directed to the NCPC’s
Information Resources Specialist iden-
tified on the NCPC Web site
(www.ncpce.gov).

(b) The following types of Records
shall be available routinely (subject to
the fee schedule set forth in §456.14)
without resort to formal FOIA Request
procedures unless such Records fall
within one of the exemptions listed at
5 U.S.C. 552(b) of the Act:

(1) Commission agendas;

(2) Plans and supporting documenta-
tion submitted by applicants to the
Commission to include environmental
and historic preservation reports pre-
pared for a plan or project;

3) Executive Director’s
ommendations;

(4) Commission Memoranda of Ac-
tion;

(5) Transcripts of Commission pro-
ceedings;
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(6) “The Comprehensive Plan for the
National Capital: Federal Elements”
and other plans prepared by the NCPC;

(7) ‘“‘Federal Capital Improvements
Plan for the National Capital Region”
following release of the President’s
Budget;

(8) Policies adopted by the Commis-
sion;

(9) Correspondence between the Com-
mission and the Congress, other federal
and local government agencies, and the
public; and

(10) Frequently Requested Docu-
ments.

§456.6 FOIA request requirements.

(a) The NCPC shall designate a Chief
Freedom of Information Act Officer
who shall be authorized to grant or
deny any Request for a Record of the
NCPC.

(b) Requests for a Record or Records
that is/are not available in the actual
or electronic reading rooms shall be di-
rected to the Chief Freedom of Infor-
mation Act Officer.

(c) All FOIA Requests shall be made
in writing. If sent by U.S. mail, Re-
quests should be sent to NCPC’s official
business address contained on the
NCPC Web site. If sent via email, they
should be directed to www.ncpc.gov. To
expedite internal handling of FOIA Re-
quests, the words Freedom of Informa-
tion Act Request shall appear promi-
nently on the transmittal envelope or
the subject line of a Request sent via
email or facsimile.

(d) The FOIA Request shall:

(1) State that the Request is made
pursuant to the FOIA;

(2) Describe the Agency Record(s) Re-
quested in sufficient detail including,
without limitation, any specific infor-
mation known such as date, title or
name, author, recipient, or time frame
for which you are seeking Records, to
enable the NCPC personnel to locate
the Requested Agency Records;

(3) State, pursuant to the fee sched-
ule set forth in §456.14, a willingness to
pay all fees associated with the FOIA
Request or the maximum fee the Re-
quester is willing to pay to obtain the
Requested Records, unless the Re-
quester is seeking a Fee Waiver or
placement in a certain Requester Cat-
egory;
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